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Separations and
Retirements Process

APPROVED FOR PUBLIC RELEASE: DISTRIBUTION UNLIMITED ! 4 g MyNAVY


Presenter Notes
Presentation Notes
Welcome to this lesson on Separations and Retirements training.  As a CPPA, you play a critical role in the processing of separations and retirements paperwork on behalf of the Sailors assigned to your command.




Objective

|ldentify the prescribed steps using appropriate systems and
documentation to correctly separate or retire Service Members.
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Presenter Notes
Presentation Notes
The objective of this lesson is to highlight the prescribed steps using appropriate systems and documentation to correctly separate or retire Service Members.




Introduction

In this lesson we will cover:

= High-level submission steps in the process for Fleet Reserve and Retirement
» Resources and Required Key Supporting Documents Training Video
= Separations Process

» Fleet Reserve & Retirement Process

= PTDY - Terminal/Lump Sum Leave - Involuntary Separation Pay

= DD 214 Overview

= Navy Accession Training (NAT) Separations

= OCONUS Separations Routing Guidance

* Projected Loss Report

= Separations Travel Claim

= References
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Presenter Notes
Presentation Notes
In this lesson we will cover:
 
High level submission steps in the process for Fleet Reserve and Retirement
Separations Process
Fleet Reserve & Retirement Process
PTDY - Terminal/Lump Sum Leave – Involuntary Separation Pay
DD 214
New Accession Training (NAT) Separation Routing Guidance
OCONUS Separations Routing Guidance
Separations Travel Claim
References


Resources and Required Key
Supporting Documents

B:Bmynavy



Retirement/Separation Package
<IN ] R

Service Member

Receive and review package. If If all required

Receive retirement or package contains all required documents are

separation package from -
member. Review and
submit package to TSC.

initial documents. Create and received. Generate DD
release retirement/separation 214 worksheet on
orders. NSIPS

Review DD 214 worksheet and Process corrections, when Review DD 214 in BOL, Once TSC signs, Final
route back for corrections as | accurate, generate DD 214 pumed Sign, and route for final mmed DD 214 is now viewable

ded. Oth ' te back in BOL. authorization signature on BOL. Print copies
= as :Z?Ji:iemu — from TSC. (1&4) as needed.
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Presenter Notes
Presentation Notes
The CPPA ensures the TSC has all required/supporting documentation necessary to process the request. TSC Separation clerk initiates and routes the DD 214 data/worksheet to the Service Member for review and approval within NSIPS. The service Member reviews the DD 214 data/ worksheet and returns it to the PSD/TSC indicating concurrence or additional information required. If additional information is required, the Separation Clerk/ Supervisor and Service Member work together to address the issue. If no additional information is needed, the Separation Clerk/Supervisor finalizes and routes the Electronic DD 214 to Live cycle  for Service Member signature.  The Service Member signs the DD 214 in Live Cycle, which returns the DD 214 to the Separation Supervisor.  The PSD Separation Supervisor/ Authorizing Official signs the DD 214 the Live Cycle, and provide copies one and four to the Service Member. 

On separation day plus one, NSIPS sends information to the Official Military Personnel File (OMPF) and data to the Defense Manpower Data Center (DMDC).

Note: No NPC( i.e. PERS-4, OCM/ECM, PERS-8, PERS-9) approval is required for the regular separation request process. 
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Presenter Notes
Presentation Notes
This section will focus on the separations process.  This typically involves Sailors separating at the expiration of obligated service.


Separation Package Submission

e
P,
e
PAPP,

Prior to starting the separation package for submission to the CPPA;~
ensure the following have been completed or started if required:

= Return CWAY quota

= Receive separation authorization or separation orders for Officers
= Capstone and TAP class

= Separation physical

= Ensure no PCS orders are on file for member

Start working package 5-9 months prior to terminal leave/separation date
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Presenter Notes
Presentation Notes
Prior to starting the separation package for submission to the CPPA, ensure the following have been completed or started:

Return CWAY quota, if needed
Receive separation authorization for involuntary separation
Complete Capstone and TAP class
Schedule separation physical with medical
Schedule VA appointment, if needed

It is recommended that members start working on their separation package 5-9 months prior to terminal leave/separation date


NPPSC SEFARATION CHECKLIST
NPPSC 1900/2 (Rev. 09-2020)

Supporting Directive NPPSCINST 5213.1B

1. Name (Last, First, M}

Initial items required by PSDITSC for release of orders
(5-9 months prior to approved separation date)

2. Dol ID 3. Telephone Mumber

Officer Separation Orders or Enlisted Discharge Authonzation (as applicable)

NPPSC 1900/1 NPPSC Separation Questionnaire (blocks 1-17)

PESDITSC Clerk/Suparnvisor

INTSC for rele of orders

Separation Evaluation (High Year Tenure (HYT) Only)

|[proved saparaon dare)

Request Separation Crders via PCS Roundup (PCSR)
1ecus Allowances before member goes on PTDY and or

|ed Discnarge Authorizasion fas apphicabie)

Initial items required by PSD/TSC for release of draft DD 214
(5-9 months prior to approved separation date)

m
Saparation Leave. Verfy the folowing entilements:

Questionnalre (Diacks 1-17)

FIDS fo StopritartiChangs

[renure (HYT) Oniy)

10 - Demoition Duty Pay

DD 2586 Verification of Military Experience and Training (VMET) and or
Joint Service Transcript (JST)

lproved separanion dare)

11 - Flght Deck Pay
14 - Hargship Duty Pay

[perience ana Traming (VMET) ana or

PTDY Orders/Request (Job and House Hunting)
(Involuntary Separation Only)

15 - Parachiste Duty Pay

[purse Hunemg)

16 - Hazarsous Duty Pay
21 - Diving Duty Pay

Z3 - Hosllle Fire Pay

Separation Leave Paper

pmittea to PSDITSC as completed
[roved separarmon aate)

27137 - Caneer Sea Pay

Secondary items required be submitted to PSD/TSC as completed
(any time prior to approved separation date)

arationTransiion Counseling Checklist

30 - Spedal Duty Assignment Pay

[ ADaIn 187014

3S/EE/DM - BAQSAHMesl Deduciion

SR PCS Travel

DD 2648 Service Member Pre-separation/Transition Counseling Checklist

€5 SiT - Family Separation Allowance type “5° or 7T~

| Check-Out

FL - Tax Free Zone

Command Check-Out Sheet per NAVADMIN 187/14

= Questonnaine
i

Submit SE01 f member ks not support=d by E-leave
Prapare DD 214 Certificate of Release or Discharge from Active Duty

PCS Travel submitted via NSIPS ESR PCS Travel

Upload DD 214 Cerdfcate of Releasa or Discharge from Active Duty to

Bon (18P} Recipients Oy

TOPSE, 35 nesded, or deliver o Sarvice member
Frepare NSIFS Strength Loss/ESO3 Released

Bachelors Enlisted Quarters (BEQ) Check-Out

| Remarks (Page 13) Agreament to Serva

Final Separation Pay Waorksheet Processed

or Denial Letier

NPPSC 1900/1 NPPSC Separations Questionnaire
(medical and dental endorsements)

Prepare and Release Final Separation Pay

it Acceptance and Oath of Office,
13 Administrative Remarks from

Separation Evaluation

For Involuntary Separation (ISP) Recipients On

NAVPERS 1070/613 Administrative Remarks (Page 1.3) Agreement to Serve

Enlisted: Signed Reserve Contract or Denial Letter

5

Officer: Signed Officer Appointment Acceptance and Oath of Office,
Denial Letter, or NAVPERS 1070/613 Administrative Remarks from
NAVPERSCOM (PERS-9)

NSIPS Strength Loss

DD 2643 Sernvice Member Pre-separation/Transition Counseling Checklist

&€= of DisCharge fram Actwe Duty

Commana Check-Out SNeet per MAVADMN 15714

MPFPSC 19001 NPFPSC Separations Quesiionnaire

NPPSC 19002 NPPSC Separations CNeckllst (TS CRechnst)

Resernve ContraciiOaih or Denial Letter

Final Separation Pay Warksheet

Eniist=d Discharge Authorizafions (a5 appicabis)

paraton Evaluation (a3 app ¥

Separation Orders

Bachekors Enlisted Quarter (BEQ) Check-Cut

PTDY Orsers/Ragquast (Job ang House Hunting)

(invaiintany: Separation Gniy)

Invoiurtary Separation
NAVPERS 1070V613 Administrative Remarks [Fages 13}

‘Separation Leave Paper

TRIM focuments (25 required)

Clerk Mame [(Lasf, Firsf, M) Clerk Signature
_—
Supervisor Name (Last, Farsf, Adf) SENisur Signature

REE‘tFurrn| | Print Fonm

FOR OFFICIAL USE ONLY
PRIVALCY SENSITIVE

Page 1 of 1

Start the Separation Checklist

when Member has intentions to
separate.

Start working Administrative
Separations package once notified.

CPPAs will NOT submit
packages without the separation
authorization letter or message
(10-day letter) .
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Presenter Notes
Presentation Notes
This is the NPPSC 1900/2 Separation Checklist.  This checklist should be started as soon as the Service Member has intentions to separate.


Separation Documentation

Complete package must contain the following, as applicable:

= NPPSC 1900/2, Separation Checklist

» Signed Administrative Separation Letter, Separation Authorization Message, or
Officer Separation Orders

= Completed Separations Questionnaire, NPPSC 1900/1 (with all supporting

documents) **Medical documents
= Approved Separation Leave Request are NOT to be submitted
= Approved PTDY Orders (involuntary separation only) with separation packages, as
this is a violation of HIPAA™*

= DD 2648 Pre-separation Counseling Checklist

= Copy of prior DD 214s (Certificate of Release or Discharge from Active Duty) if not
available from Service Member's OMPF

= DD 2586 Verification of Military Experience and Training (VMET) and Joint Service
Transcript (JST)

= Separation Evaluation (must have for ISP recipients), otherwise, can be submitted
before DD 214 is finalized
B:Bmynavy


Presenter Notes
Presentation Notes
The package must contain all required documentation.
You are NOT expected to memorize this list.
When you are processing a separation or retirement you will find the information in the SOP

This is a general outline of some of the documents that came from the separations SOP. Some of these documents may or may not apply to all separating Sailors. As the CPPA, it is important to understand which documents will apply and the timeline for these documents.


Separation Documentation (cont.)

r
{

Complete package must contain the following, as applicable:

= Reserve Documentation, if available

 Signed Reserve Contract (for Officers with < 8 years)
« NAVPERS 1070/613 “Agreement to Serve”, if not already submitted (ISP recipients)

 Signed Reserve Contract Sheet (ISP recipients) -
* Command Check-0ut Sheet “Medical documents
are NOT to be submitted
» Bachelors Enlisted Quarters Check-0Out Sheet with separation packages, as
= DD 93 or NAVPERS 1070/602 (RED/DA) (review and update) this is a violation of HIPAA™

= Service members Group Life Insurance Online Enrollment System (review and update)

» Travel Forms, if applicable:

« Passenger Reservation Request (PRR)
« DD884 (Application for Transportation for Dependents)
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Presenter Notes
Presentation Notes
The package must contain all required documentation.
You are NOT expected to memorize this list.
When you are processing a separation or retirement you will find the information in the SOP

This is a general outline of some of the documents that came from the separations SOP. Some of these documents may or may not apply to all separating Sailors. As the CPPA, it is important to understand which documents will apply and the timeline for these documents.


Fleet Reserve/Retirement
Process
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Presenter Notes
Presentation Notes
In this section we will cover the fleet reserve and retirement process.


Fleet Reserve/Retirement Package

Submission

Prior to starting the retirement package, CPPA will ensure that th
following have been completed or started:

= FLTRES/Retirement request

= QOfficer Retirement Orders Issued

= FLTRES/Retirement final authorization

= PDRL/TDRL message for Disability Retirement
= Capstone and TAP class

= Separation physical

Start working package 9-12 months prior to departure from command

B:Bmynavy


Presenter Notes
Presentation Notes
Prior to starting the retirement package, you as the CPPA will ensure that the following have been completed or started:
FLTRES/Retirement request
Officer Retirement Orders Issued
FLTRES/Retirement final authorization 
PDRL/TDRL message for Disability Retirement
Capstone and TAP class  
Separation physical 

It is recommended that members start working their Fleet Reserve/Retirement package 9-12 months prior to the terminal leave/PTDY date or retirement/fleet reserve if terminal leave/PTDY will not be taken.




NPPSC 1800/1 - Fleet Reserve/

W

Retirement Checklist

MFPSC FLEET RESERVERETIREMENT CHECKLIST
HPPSC 1800/ (Rev. 08-2020)

>

o /////.

I/

77

e

Supporting Directive NPPSCIMST 5213.1B
1. Name (Last, First, M) 2. DoD ID 3. Telephons MNumber
Service Member/Command jﬁ
Initial Items Required by PSD/TSC for Release of Orders /"'%
(5-9 months prior to approved Fleet Reserve/Retirement date)
Message of Intent / Permanent or Temporary Disability Retired List preriCommand _ . .
O (PDRL or TDRL) Message (Enlisted) or Retirement Orders (Officer) E‘Efmﬁ;:imﬂf;mj PEONTEC Cler e isor Fleet Reserve/Retlrement CheCkllst
J NPPSC 1900/1 NPPSC Separations Questionnaire (Blocks 1-17) = -_r[f-f re‘ = [ ] mequest Fleet Reserve/Retirement Orders Wia PCS Roundup (PCSR)
— - [ | OBLUSERW to meet Fleel Rasenve date
Initial Items Required by PSDITSC for Release of Draft DD-214 S Craesionnaie (Blocks 1-17) [] SiopiStan Miscslancous Allgwances berore member goes on FTOY and of
(5-9 months prior to approved Fleet Reserve/Retirement date) == e ten Separstion Lesve. e =
J DD-2586 Verification of Military Experience and Training (VMET) pertence ana Training (VMETY 10 - Demalzon Duey Pay
Joint Service Transcript (JST)

jouse Hunting Request
PTDY Orders/Approved Job and House Hunting Request

| Separation Leave Paper

10 - Do Start 9-12 months prior
14 - Hardship Duty Pay
15 - Parachute Duty Pay.

Ol

be submitted to PSOITSC as 16 - Hazaroous Duty Pay
[ved Fleet ReserveRetirement date) 21 - Diving Duty Pay
23 - Hostlle Fire Pay

Secondary items required to be submitted to PSD/TSC as
completed (anytime prior to approved Fleet Reserve/Retirement date) | .

I7VET - Career Sea Pay

e dopndi For Permanent and Temporary Disability
J Final Approval Message (Enlisted) or Statement of Service (Officer) s0-se uty Assignment Bay

ISEE/DN - BAQUEAHMeal Deduction
DD-2656 Data for Payment of Retired Personnel (Read form instructions for

T el Retirement (PDRL/TDRL) start package upon
completion and ensure all required signatures were obtained.) (Must be : — -: := = L | FL- TaxFree Zone

T received by DFAS 45-60 days prior to approved retirement date or full ;:::_::H — = [ Suomit SSo1 @ member = not supporisd by Eseave
deductions will automatically start, no exceptions)

acceptance of Physical Evaluation Board
T YT T TP [ Subenit DD-2656 Data for Payment of Rebred Personnel 1o DFAS Wia “Ask
__ | DD-2648 Pre-Separation Counseling Checklist

DFAS" [45-60 days prior to approwed retirement date)

T ] ;egaemﬁn.ns:}m Cerlificate of Release or Discharge from Active (PEB) flndlngs
|| Command Check-Out Sheet (IAW NAVADMIN 187/14) e

perveiRetirement date

I

Provide/Route DD-214 Certificate of Release or Discharge from Active Duty
o Servce Member

Brepare NSIPS Srengin Loss
priicabon (RECVDA) via Navy E503 rleasad

__| NAVPERS 7041/1 PCS Travel Submitted via NSIPS ESR PCS Travel
Bachelors Enlisted Quarter (BEQ) Check-Out

appropriate

NPPSC 1900/1 NPPSC Separations Questionnaire (Medical and Dental

Create Final Separaton Pay Workshest
Endersements)

aroliment System [SOES) Prepare Final Saparation Pay

Hirections for ravel ciaim liguidason

—— CPPA will submit packages once PDRL/TDRL
but mus:t:?isn:l?att;?:;::g:: hs; I:I:I::fedn::el:;?r::lind prior messa g e |S rece |Ve d .

to approved Fleet Reserve/Retirement date

Update Electronic Service Record (ESR) — Submit documents to appropriate
J section, if necessary

Strength Loss DD-2656 Data for Payment of Retired Personnel with confrmation of receipt
T Recerd of Emergency Data and Dependency Application (RED/DA) via Navy [ang= rom actve Duty DID-2545 Fre-Separation Counsaing Checkilst ** - - -
Standard Integrated Personnel System (NSIPS) rations Questionpafe Command Check-Ou Sheet D t b t PEB f d
[ | SGLI enroliment via SGLI Online Enroliment System (SOES) weRetrerS i NEPSE 15007 NPPSE Fles RecenvaiRaniment Cresuist (s = a na su ml In Inis
L unorzaton Message Final Saparation Pay Worksheet
Prepare travel claim package and directions for travel claim liquidation buys€ Hunting Reguest TRIM Documents as Required ] **
== with package
1. SIGNATURES ?
Clerk Name (Last, First, A} Clerk Signature
—

Supervisor Name (Last, First, MY}

Supervisor Signature
—

+ BMyNAvY
A =aa aile
FOR OFFICIAL USE ONLY — ’
Reset Form | | Print Foem PRIVACY SENSITIVE

Page 1 of 1



Presenter Notes
Presentation Notes
This is the NPPSC 1800/1 - Fleet Reserve/Retirement Checklist.  

This checklist should be started 9-12 months date of retirement or fleet reserve transfer.

For Permanent and Temporary Disability Retirement (PDRL/TDRL), it is recommended for members to start working on their retirement package upon acceptance of Physical Evaluation Board (PEB) findings. 
CPPA will submit retirement package once PDRL/TDRL message is received.


Fleet Reserve/Retirement
Documentation

Complete package with required documentation:

= NPPSC 1800/1, Fleet Reserve/Retirement Checklist
= Officer FLTRES/Retirement Orders, FLTRES/Final Retirement Approval Message/Letter
= Completed Separation Questionnaire, NPPSC 1900/1 (with all supporting documents)

= DD 2656 Data for Payment of Retired Personnel *must be sent to DFAS 45-60 days prior to
approved retirement date

= Approved Separation Leave Request (e-Leave)
= Approved PTDY orders
= DD 2648 Pre-separation Counseling Checklist

**Medical documents are NOT to be
submitted with FLTRES/Retirement
packages, as this is a violation of HIPAA™**
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Presenter Notes
Presentation Notes
The package must contain all required documentation.
You are NOT expected to memorize this list.
When you are processing a separation or retirement you will find the information in the SOP

Complete package must contain the following, as applicable:
NPPSC 1800/1, Fleet Reserve/Retirement Checklist
Officer FLTRES/Retirement Orders, Message of Intent, FLTRES/Final Retirement Approval Message/Letter
Completed Separation Questionnaire, NPPSC 1900/1 (with all supporting documents)
DD 2656 Data for Payment of Retired Personnel *must be sent to DFAS 45-60 days prior to approved retirement date
Approved Separation Leave Request (e-Leave)
Approved PTDY orders
DD 2648 Pre-separation Counseling Checklist

This is a general outline of some of the documents that came from the separations SOP. Some of these documents may or may not apply to all retiring Sailors. As the CPPA, it is important to understand which documents will apply.


Fleet Reserve/Retirement
Documentation (cont.

Complete package with required documentation:

= Copy of prior DD 214s (Certificate of Release or Discharge from Active Duty) if not available
from member's OMPF
- ?D%_)586 Verification of Military Experience and Training (VMET) and Joint Service Transcript
JS
= Command Check-0ut Sheet
= Bachelors Enlisted Quarters Check-0ut Sheet
= DD 93 or NAVPERS 1070/602 (RED/DA) (review and update)
= Service members Group Life Insurance Online Enrollment System (review and update)
= Travel Forms, if applicable:
« Passenger Reservation Request (PRR)
« DD 884 (Application for Transportation for Dependents)

**Medical documents are NOT to be
submitted with FLTRES/Retirement
packages, as this is a violation of HIPAA™**
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Presenter Notes
Presentation Notes
The package must contain all required documentation.
You are NOT expected to memorize this list.
When you are processing a separation or retirement you will find the information in the SOP

Complete package must contain the following, as applicable:
DD 2648 Pre-separation Counseling Checklist
Copy of prior DD 214s (Certificate of Release or Discharge from Active Duty) if not available from member’s OMPF
DD 2586 Verification of Military Experience and Training (VMET) and Joint Service Transcript (JST)
Command Check-Out Sheet (IAW NAVADMIN 187)
Bachelors Enlisted Quarters Check-Out Sheet
Home of Selection PG13
DD 93 or NAVPERS 1070/602 (RED/DA) (review and update)
Service members Group Life Insurance Online Enrollment System (review and update)
Travel Forms, if applicable:
Passenger Reservation Request (PRR)
DD 884 (Application for Transportation for Dependents)

Right hand side
DO NOT READ THE SLIDE
Just hit the high points/issues.

This is a general outline of some of the documents that came from the separations SOP. Some of these documents may or may not apply to all retiring Sailors. As the CPPA, it is important to understand which documents will apply.


Separations Questionnaire

SEPARATIONS QUESTIONNAIRE

NPPSC 1900/1 (Rev. 08-2019) Supporting Directive NPPSCINST 5213.1A

PRIVACY ACT STATEMENT
AUTHORITY: 10 U.5.C. 5013, Secretary of the Navy; E.O. 9397 (SEN), as amended.
PURPOSES: To help the command pay and personnel administrator (CPPA) and supporting personnel support detachment (PSDytransfer office
simplify and explain separation procedures by advising Service members of available fravel options and ensuring compliance with directives.
ROUTINE USES: Disclosures are permitied under 5 1).5.C. 552a(b), Privacy Act of 1974, as amended. This routing use applies to Depariment of
Defense (DoD) and Department of the Navy (DOM) personnel who facililate separation administrative actions and advances for Sefvice members.
DISCLOSURE: Mandatory, Failure to provide required information may nhibit imely separation of Service members.

General Information (to be completed by Service member)

1. Rate/Rank: 2. Name (Last, Firsf, M) 3. SSMN [Full) 4, Date:
PS2TS 06 Jul 2022
2. Personal Phone Number: (619) 111-2233 | &. Personal E-mall Address: JOE SAILORE@GMAIL.COM
7. Type of Separation: EADS [*]| 8. Separation Date: Dec 10, 2022
9. Dates of Permissive TDY: | 10. Dates of Términai Leave: 11, Home of Record:  BOCA RATON, FL
Erom To Frem To 12, Place of Entry on Active Duty MIAMI, FL
WA MIA Mow 1, 2022 Dec 10, 2022 13, Home of Selection (if applicatie); WA

Block 1: Rate/Rank

Block 2: Last name, first name, and middle initial

Block 3: Full social security number

Block 4: Date the form is being completed

Block 5: Personal cell number of service member
Block 6: Personal email address after separation

Block 7: Select type of separation whether it be Transferring to the Fleet Reserve,
Retirement, separating at EAQS, or being Administratively Separated (ADSEP)

W )

>

Duty (house/job hunting)
Block 10: Requested date of terminal leave

Block 11: The Home of Record is not where the
service member elects to go after separating. It is
the place recorded as the Service member's home
when commissioned, appointed, inducted, or ordered
into a tour of active duty. (Retrieved from DD form 4)

Block 12: Place of Entry on Active Duty is where the
member went to MEPS. Retrieved from DD form 4)

Block 13: Home of Selection

Blocks 1-17 are required to create Fleet
Reserve/Retirement and Separation
Orders - - -continued on next slide
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Presenter Notes
Presentation Notes
Majority of this form is self explanatory.
Block 11 and 12 you or the service member can obtain this information from the members DD form 4 from their OMPF. 
Block 13 is where the member desires to reside after separation.


Separations Questionnaire (cont.)

14, Comphele Maiing Address after Separation:

a. Streat Address: 1234 ARBOR WAY

b. City: BOCA RATON ¢. State: Florda E| ||:I Zip Code: 33333
15. Complete Mailing Address of Service Member's Nearest Relative:

a Name: | b. Relationship: SISTER

¢. Street Address: 1234 MARENGO AVE

d. City: LA MESA |&. State: Calfomia [7] |t. Zip Code: 99999
16. Loan Repaymeni Program:

a. Are you in & Loan Repayment Program?  No EJ b. If "Yes™, provide years of commitment
17. DD 214 Certificate for Release or Discharge from Active Duty

a. Request Copy 6 of DD 214 FL E| b. Request Copy 3 of DD 214 be sent bo the Fenlral Yes

e sent to the State of Veteran's Affairs Office in Washington DC;

18. Dependency Status (select one):
I Single, No Dependent(s) |_| Single, With Dependent(s) _ Married With Dependent(s) _ Mamied, Military to Military

a. Dependeniis) Location (Cify & Sfate):

b. Dapandent(s) Relocation (City & Stale);

¢ Dependent Name (Last, First, M) Relationship Drate of Marriage/Birth

Date of Travel

19. Advance Travel Request (select aif that apply): *** Must have served at least 90% of enlistment ***

W )

> u"'v)

Block 14: Service Member’'s mailing address after separation

Block 15: Name, Relationship, and Complete Mailing Address of
Nearest Relative (whomever that may be to the Service Member)

Block 16: Is the member in the Loan Repayment program (Review
Service Member's OMPF)

Block 16b: If the member came in under the Loan Repayment
Program, how many years did they agree to serve to?

Block 17: What state does the Service member choose to have the
Veterans Affairs State Director DD 214 sent to?

Block 17b: Does the Service member want copy 3 of the DD 214
sent to Washington D.C.?

Block 18: Member’s dependency status and relocation information

Block 19: No longer applicable for separation/retirement

Blocks 1-17 are required to create
Fleet Reserve/Retirement and
Separation Orders

B Bmynavy



Presenter Notes
Presentation Notes
If a member opted in the Loan Repayment Program or is unsure, you as the CPPA can go into their OMPF and look for NAVCRUIT form 1133/52 to see if they are enrolled or not. This information would be added into blocks 15 and 16.

Also all the provided information from this questionnaire will directly go into the DD 214 so it is crucial that the information is doubled check and verified.


Separations Questionnaire (cont.)

Section Il is for the medical and dental officer only

Block 6-9: Medical and Dental Officer endorsement or signature and name.

= 27N

- ‘a .
F W

7 .////,/z///////// W

<

Medical and Dental Endorsements (to be completed by authorized medical facility representative)

Page 1 of 2

1. Physically Qualified for Separation? E| 2. Dental Exam Complete? E|
3. MTF has Possession of service treatment record (STR)? E| 4. Requires Additional Dental Treatment? E|
5. Name of the Medical Treatment Facility: I
6. Name of Medical Officer/Representative: IENDICAT /DNENTAT I
. B . AVA A AL AL N1 4] A 4N L L1
7. Signature of Medical Officer/Representative: I ’ I
8. Name of Dental Officer/Representative:
9. Signature of Dental Officer/Representative: I o mn  mn e e mn e ween  mn e — I
FOR OFFICIAL USE ONLY
Reset Form Print Form PRIVACY SENSITIVE
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Presenter Notes
Presentation Notes
Section II of the separation questionnaire is strictly for the medical and dental officer only and they shall complete Section II accordingly.

Block 6-9: will have the Medical and Dental Officer endorsement or signature and name.



Separations Ques

Verify the member’s ESR for missing awards

SEPARATIONS QUESTIONNAIRE
NPPSC 1900/1 (Rev. 08-2019) Supporiing Directive NPPSCINST 5213.1A

Meritorious Service Medal

Irag Campaign Medal

MATO Medal (Country Received)

Mawy members separating from an activity that are not within an area supported by a Mavy medical freatment facility (MTF) or do not have a Dol
MTF within a reasonable commuting distance, please make copies of your STR and dental record and forward the originals foc

MAVY MEDICINE RECORDS ACTIVITY (NMRA)

BUMED DETACHMENT ST LOWIS

4300 GOODFELLOW BLVD BLDG 103

STLOUIS MO 63120

Air Medal

Global War on Temmorism
Expeditionary Medal

Mulfinational Force and Observers
Medal

Jaint Service Commendation Medal

Global War on Temrorism Senvice
Medal

Inter-American Defense Board Medal

Mawy and Marine Comps

Horean Defense Service Medal

Republic of Vietnam Campaign Medal

Commendation Medal
All 5TRs are the property of the LS. Government and must be maintaimed at the appropriate medical’dentsl facility. m fon — -
The WA cannot process any curment or future claim without a complete record on file at the time of separation. Jaint Service Achisvernent Medal Armed Forces Senvice Medal rkl‘-_jm‘aﬂ-'b::‘h“" ME'dd i)
ingdom Saudi Arabia
Official Awards (to e completed by Service member) Ve U J ) 4 Navy and Marine Corps Achisvement .. W Kuwait Liberation Medal
1. Enter the total number for each award. Documentation of the award may be requested. Medal (Kurwait)
Medal of Honar POW Medal Mavy Recruit Training Service Medal Combat Acfion Ribbon ""'ta'l"’ Outstanding Violunteer Service Mavy Rifle Expert Medal
Mavy Cross ey S, Conduct Kiglal #rmed Forces Reserve Medal Presidential Unit Citation Sea Service Deployment Ribban Mavy Pistol Expert Medal
I - MNaval Reserve Meritorious Service
Defense Distinguished Senvice Medal Medal Maval Reserve Medal Jaint Meritorious Unit Award Mavy Archic Service Ribbon Mavy Rifle Sharpshooter Ribbon
Distinguished Service Medal MNavy Expedibionary Medal Philippine Presidential Unit Citabion Mawy Unit Commendation Mavy Reserve Sea Service Ribban Mavy Pistol Sharpshooter Ribbon
. ’ - Republic of Korea Presidential Unit - . - Mawvy and Marine Comps Overseas . _
Silver Star Mational Defi S Medal .
onal BNSe Sanice Citation Mawvy Meritoricus Uinit Commendation Servioe R Mavy Rifle Marksmanship Ribbon
Defense Superior Service Medal Haorean Service Medal HEp‘lel_:Gﬂf Vietnam Presidential Unit Mawy "E" Ribban Mavy Recruifing Service Ribbon Mavy Pistol Marksmanship
- Other Award(s) Mot Listed Above:
. . - . Republic of \ietnam Gallantry Cross
Legion of Merit Antarctica Service Medal Unit Citation
Distingu Fiying Cross . iE Expedif Medal Hﬁeptﬂl_:t‘.uf\ﬂe‘h‘lam Civil Actions Unit
Signatures [ \ -
Mavy and Marine Camps Medal Wietnam Senvice Medal Philippine Defense Ribbon - o : :
Brorze Star Sodh = e Medal Philippine Liberation Fi 1. Service Member Name: 2 Ser'.l:ue Member Signature: 3. Date:
Purple Heart Hosowo Campaign Medal Philippine Independence Ribbon
Defense Meritorious Service Medal Afghanistan Campaign Medal United Mations Medal 4_ Commanding Officer or Designee Name: 5. Commanding Officer or Designes Signature: 8. Date:
E F
If awards missing or not listed have member state such in - O RACY SENSITIVE Page 20f2
g | I_‘~'EE'“:'|:“'|'1"| | Print Form PRIVACY SEMSITIVE

the “other awards” block and provide supporting
documentation
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Presenter Notes
Presentation Notes
If the member is missing any awards they will have to state what awards and how many in the “other awards” block . 
Have them provide supporting documentation. 
Service Member should also obtain copy of their End of Tour Award for submission to TSC by CPPA.


A member shall only be eligible PTDY for Job/House Hunting if:
* Retiring
« Transferring to the Fleet Reserve,
* Involuntarily separated under honorable conditions

10 days (Involuntary Separation) 20 days (Involuntary Separation)

7
(' f

20 days (Fleet Reserve/Retirement) 30 days (Fleet Reserve/Retirement)

The member must route a request chit to the Commanding Officer for final approval.

*Voluntary separations are NOT eligible for PTDY*
Reference: MILPERSMAN 1320-220


Presenter Notes
Presentation Notes
A member shall only be eligible for Job/House Hunting if retiring, transferring to the Fleet Reserve, or being involuntarily separated under honorable conditions.
CONUS
10 days (Involuntary Separation)
20 days (Fleet Reserve/Retirement) 
OCONUS
20 days (Involuntary Separation)
30 days (Fleet Reserve/Retirement) 
The service member must route a request chit to the Commanding Officer who has final approval authority. 
*All voluntary separations are not eligible for PTDY*


Terminal Leave
Lump Sum Leave (LS

When a member requests terminal leave:

= Ensure leave type on NSIPS is e-leave request is

Separatllon/Rehrement not “Ordinary _ NOTE: To verify the member’s Leave in
= Leave will end at 2359 on the last day of active duty. MMPA use JJAA and then the FID BR
- i.e. Member'’s separation date is 30 June, leave (Leave Balance)
will end on 30 June at 2359. To check the Service Member’s LSL FID is
= All of the days requested through the last day will “BL” which will tell you the most recent
be charged. payment of LSL
» There is no maximum amount of terminal leave To see if current LSL is/has posted check
(approval is at the CO'’s discretion) FID 74

Members retiring, released from active duty, or
separating under honorable and general conditions,
may be eligible to sell back leave. Only 60 days can
be sold in a career.
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Presenter Notes
Presentation Notes
When a member requests terminal leave:
Leave will end at 2359 on the last day of active duty.
	- Ex.  Member’s separation date id 30 June, leave will end on 30 June at 2359.
All of the days requested through the last day will be charged. 
There is no maximum amount of leave days for terminal leave (approval is at the discretion of the member’s Commanding Officer)

A Service Member who is discharged or separated under honorable and general conditions may be entitled to sell back accrued leave. 

60-Day Limit: No member may sell back more than 60 days of accrued leave during a military career.                                                    
      LEAVE EARNED
      DAYS             EARNED
       1  -  6               0.5
       7  - 12              1.0
       13 - 18             1.5
       19 - 24             2.0
       25 - 31             2.5
Note: To verify the member’s Leave in MMPA use JJAA and then the FID BR (Leave Balance). To check the Service Member’s LSL FID is “BL” which will tell you the most recent payment of LSL and check to see if current LSL is/has posted check FID 74.


Bz a condition eligibility for inveluntary

== |Eligibility: —

I ——— Per OPNAVINST 1900.4 CH 2, a Sailor may be eligible for

gible] in the Beady Ressrve

igible for ISP and result in ISP -f
.
== IT.

3 ith prior Caresr Waypoint—

Prerate. o rvenl * Involuntarily separated

that I may emnlis=t in the
3-33) .

P N X A « Must have completed at least 6 or more but less than 20

ZELRES any time afterwards by applying for affiliasion at a Havy Ressrve

recruising office or Havy operasional support censer. yea rs of active duty SerVice.

I also agres= that if accepsed in the MNawy Ready Ressrewe, I will keep HAVEERSCOM
{FER3-52]) informed of any changes in my address, physical status, or dependency

stitus. pes Ticie 10 G.5.C. seceass $i74, SeDI G352.28, Ged 726.iaf, and e Must agree to serve 3 years in the Ready Reserve in
Hy cemsecs/comtzace nfemacicn: addition to any other remaining service.

ome of recoxd
Leave address
Mailing address:
Home= phor

Cell phor

ST O, ISP will not be paid until reserve contract or reserve

Prospectitve date of resalissment:

enlistment has been signed.

_ __ CPPA must prepare a NAVPERS 1070/613 stating that the
£ s e e i s b e e s e Service Member agrees to serve in the Ready Reserve for
3 years and any other remaining service obligations.

Service member's 3ignature

OPNAVINST 1900.4 CH-2, DoD FMR Volume 7a Ch. 35 .
MILPERSMAN 1910-050 reference of an ISP NAVPERS 1070/613 ! ¢+ =MyNAVY

[5i=4



Presenter Notes
Presentation Notes
If a member is being involuntarily separated they must have a minimum of 6 years in service to even qualify for ISP. 
There are a lot of criteria's for ISP but the one that I would like to give an example of is High Year Tenure, so once you have a sailor that is being involuntarily separated one of the first things they need to do is go see the Command Career Counselor to sign 3 years in the IRR or SELRES.

Once an eligible service member agrees to ISP they must first sign a 36 month Ready Reserve/Selected Reserve page 13. 

This is an example of the page. 13 out of the MILPERSMAN 1910-050


Certificate of Uniformed Service
JU) Form

CAUTION: BOT T BE SED FOR

THIS IS AN INPORTANT RECORD.
MDENTIFIC ATICN PURPOSES

ANY ALTERATIONS IN SHADED AREAS

SAFEGUARD IT. RENDER FORM W0ID
CERTIFICATE OF UNIFORMED SERVICE
conbing personaly dencblisbis Flommation and & protecied i

cordance wilh the Privacy Al of 1074, a8 smended, and

i 116t sy i
1. MANE (Lasi Fesl Mode)

i BRANCH ARD COMPONENT |2 DODID MUMBER | 4. SERIAL NUMBER

[ Ha GIEADE, FEATE G FANR

& FAT GRADE T DATE OF BIRTH |77 7 TR0, DD 2 1 4 KE 1 °
Ta MILITARY SERVICE CRLIGATION b RESERVE STATUS FOR . CONTACT PHONE NUNBER @ CONTACT EMAIL ADDRESS
TERMINATION DATE | VG0 OBLIGATION | 5L R S0 iCrvman) [Caliyn|

Ba. PLACE OF ERTRY INTQ ACTRE BT

S RS Lo A NSIPS/ESR/OMPF

b 3TATION WHERE SEFARATED )

TO COMMAND TOWHICH THANSFERRED 11, 8001 COVERAGE MOMNE

AMOUNT: § » I»IE I
A2 SPECIALITY L/t ramisss. B0, 570 paE i mons i1 Srecisivs YEARGH] | MONTHIS) | DAvS)
ovohving o of e v mon yerE| T —_—

—— JOINT SERVICE
i iy I— TRANSCRIPT

R SEPARATION
e ee— l DENTAL SERVICES ummmﬂ B3 DATS PRIOA TO SEPARATION m

1B RETIREMENT SYSTEM OPTION [ FmaL [ |HIGHA
20. REMARKS

[
T GECGRATIONS, MEDALS. BADUES, CITATRINE RO CAREARN LT85 OA
RIBBONS AWARDED 0R AUTHORIZED (47 perods o service]

[Clrecux [ ers ||a D014 (ocompanses s GOZT4 [ [VES [_IND

QUESTIONAIRE
BUPERSINST 1900.8E/

bty ke, BMGH sl Sommplianc melh, L (e

st il

Ty e MILPERSMAN 1910-104

27 MEWADRE RECRIESTS DATA SHARE WITH | Sieify itati b ity

DFFICE OF VETLRANS AFFAIRE TES | NG
I7a. MEMDER SIGNATURE b DATE [F CFFICIAL AUTHORZED T0 BIGH
(FYYTRMODY G THANE, GRADE AND TITLE e GRTE

(Y TRmAGE)

B SIGHNATURE

DD FORM 214, FEB 2022

___ o + B MyNavY |



Presenter Notes
Presentation Notes
To better help understand how these blocks are fed the service member information I will go over what documents help feed their DD 214. 

NSIPS/ESR/OMPF goes into Blocks: 1,2,3,4, 5,6,7a, 7b, 13

The service members SGLI information will go into block 10 of the DD 214.

For Block 11 Primary Specialty the service members VMET information would be inputted in that block simply because it break downs the service members job description and duties.

Block 14 will come from the service members Joint Service Transcript.

Lastly  the Separation questionnaire is fed into blocks 15c, 19a, 19b, 20, and 20a.

So as you know just about everything that will go into the eCRM case directly goes into the service members DD 214 so it is extremely important that all of the required documentation is up to date and accurate. 

Reference: BUPERSINST 1900.8E


NSIPS DD Form 214 Process

CALTIOM: ROT T BE USED FOR
MENTIFICATION FURPOSES

THIS IS AN INPORTANT RECORD.
SAFEGUARD IT.

ANY ALTERATIONS IN SHADED AREAS
REMDER FORM WWi0

CERTIFICATE OF UNIFORMED SERVICE

Whan pompioted, thie fonms coniung peron By idenbfigbis svicmmation and i potciesd n scoondancs with the Privacy Actof 1074, ax smended, and

Yo BAQCL 1181, Dua) Py Poomsenss

i fLas] Pl T 4. SERIAL NUMBER
|52  GRADE, RATE OF RANK G DATE OF GIRTH |77 7 TR0,

@ CONTALT EWAIL ADDRESS
vian)

(e

{Crviman)

Ba LAST DAUTT ASSIGHMENT AND WAJCR COb WA KD

b. STATHON WHERE SEPARATED

| Vi COMRGANT TG WHICH THANSFERRED

12 SPECIALITY [Lis? reamber, i, o pears Ang Mo 1 Serisies
Ervoivng pevds of one o mone yeers. |

T8 DECORATIIRS. MEDALS, BADGES, CITA TRIME AN
RIBBONS AWARDED 0R AUTHORZED |4

S KR TARE
4 peviods o’ sennce]

13, RECORD OF SERWIGE VEAFGS] | WOWTH(S) | _DRwis|

s DANE ENTERIED A0 THi% FEmOD

| EITE DATE OF ALY CHUADE
| TE UNIFSHMED SERVICE EGUCATION

Couse ife. number of weoks. and monitt and poar compleled]

| 78 BAYE ACCHUED (EAVE FAID 17 MEMBER WAS PROVIDED COMPLETE DENTAL EXAMINATION AND ALL APPROPRIATE
DENTAL SERVICES AND TREATMENT WITHI 85 DAYS PRIOR TO SEPARATION

[Jves [no

18, RETIREMENT SYSTEM OPTION :mq Eyu;.uq :ncwx Caus ||n DDA (Aocompanses e DOETE :\rts :luu

20 REMARKS

This Ifoerartion cootans Famn by guiject I computsr muschng within the Department of Doteran or with sy other miiacims Pessrsd or non-Fsderl sgancy o
warificirien pIpOe i 1o detevsring eigieity e, andion continued compliancs s, the nequinerems of 8 Fostd Seril (rogom.

Ha. MARING ADDRESS AFTER SEFARATION (lnciuge 5IF Cosle)

Tib. NEAREST RELATIVE [Meame and adcress - inglude JF code)

77 NEWBER REGATS TS DATA SHARE WITH (urofy sitein i

232, MEMDER SIGNATURE o DATE

T4 OFFICIAL MITHORKED 10 S1GN
. HANE, ORADE AND TITLE [ GATE

OFFICE OF VETDRANS AFFAIRS TES | NO

L

.rmmrlm

io- SIGMATURE

DD FORM 214, FEB 2022

PREVICUS EDITHIN 15 OBSOLETE

DD 214

» Once PSD has verified all documents are complete, a DD 214
worksheet in NSIPS will be created by the separation clerk.

= Upon receipt of notification to verify all information the member
shall:

*= Loginto NSIPS ESR

= Read every line and page carefully. If corrections are
required, reroute as inaccurate and list all corrections needed.

» Once correct, mark as accurate and route to the assigned
clerk.

= DD 214 will be available in BOL for final review and signature.

= Final DD 214 will be viewable in BOL via Navy Personnel Command
Document Services for member to print (copy 1and copy 4).

***Ensure member still has a valid CAC and CAC reader.
Connectivity to a DoD network is recommended.***
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New Accession Training (NAT)
Separations Routing Guidance

= New Accession Training (NAT) Sailors must be first gained to their Navy Reserve
Center (NRC) prior to separation. When processing a NAT separation, NRCs must:

« Submit Activity Gain case to the following TSCs, as applicable:
— TSC San Diego (Center of Excellence — Gains and Losses (\West))
= eCRM case to PP ACTIVITY GAINS WEST queue
— TSC Pensacola (Center of Excellence — Gains and Losses (East))
= eCRM case to PP ACTIVITY GAINS EAST queue

» Submit Nat Separation case to TSC Norfolk:
— eCRM case to PP RETIREMENTS_SEPARATIONS queue

This slide is provided by TSC Norfolk ! $ g MYHAW \


Presenter Notes
Presentation Notes
Routing guidance provided by TSC Norfolk


OCONUS Separations Routing

Guidance

TRANSFER/LOSS FLIGHT/NAVPTO DD-214

Case #1 (5-9 Months in Advanced) Case #2 (once orders are received) Case #3 (can submit at any time - asap)

TSC Yok K Submit all NAVPTO KSDs TSC Norfolk
OCONUS Gainc;ntzisll:o:ses COE to the applicable NAVPTO Separations and Retirements COE
. queue for flight itinerary. PP RETIREMENTS SEPARATIONS
Queue: PP TRANSFERS OCONUS =
; Routed PSD: TSC Norfolk

Routed PSD: Yokosuka PP NAVPTO-YOKOSUKA

. - v CPPA submits DD214 request

v CPPA submits request to generate Transfer

to Sep/Ret COE to include

Orders for Enlisted Separation / Retirement (if PP NAVPTO-GUAM ; )
applicable) 5-9 months in advance applicable checklists and KSDs.
KSDs: Enlisted Authorization for Sep/Ret and
NPPSC 1900/1 Separation Questionnaire PP NAVPTO-BAHRAIN v NPPSC 1900/2 Separation
(Blocks 1-17: used to generate orders) Checklist
v' Orders will be uploaded into the Transfer PP NAVPTO-NAPLES
Transaction (as applicable) Note: skip the above v NPPSC 1900/1 Separation
if member has Orders (e.g. Officers) Questionnaire
v' Transfer Transaction Remains open until
member's Loss date. v NPPSC 1800/1 Fleet Reserve/

KSDs for Sep/Ret Transfer/Loss:
e NPPSC 1300/1 ATA
e Updated NAVPERS 1070/602
o Flight itinerary
e Endorsed orders for date of detach/loss OCONUS Seps: Ensure requirements of MILPERSMAN 1910-

¥ Tfa_f‘?a’iﬂon_Wi” femji“ open until member’s 812 are met. Evaluations, separation physical (e.g. medical and
activity loss Is posted. dental), and leave papers should all be completed prior to arrival
to TPU for separation processing.

Separation Orders will be generated by TSC Yokosuka. If sep orders modifications are required after Sailor
has transferred to TPU, communicate with TSC Norfolk via eCRM for order modification.

Retirement Checklist (as
applicable)

B:Bmynavy

This slide is provided by TSC Norfolk


Presenter Notes
Presentation Notes
Routing guidance provided by TSC Norfolk


Projected Loss Report

The Projected Loss report will allow CPPA to identify
separating and retiring Sailors by using the following sections:

= EAOS (Expiration of Active Obligated Service)
= EDLN (Estimated Date of Loss)
= EREN (Expiration of Reserve Enlistment)

= Fleet Reserve/Retirement

B:Bmynavy


Presenter Notes
Presentation Notes
Running this report will allow CPPA to review:

EAOS (Expiration of Active Obligated Service)
EDLN (Estimated Date of Loss)
EREN (Expiration of Reserve Enlistment)
Fleet Reserve/Retirement
PRD (Projected Rotation Date)
Overdue Detach Date


Separation Travel Claim
Process

B:Bmynavy


Presenter Notes
Presentation Notes
This section will cover the separations travel claim process, and
Retirements required documents and timeline.
When to claim
Where to pay
How do Sailors file?


DD 1351-2 Travel Voucher

e

J

Y
2
x
Y
_
=N
N
N
N
N
N
N
N
N
AN
Nea
N
&
A
N
\
Read Privacy Act P.nllcﬁ on back before completing
TRAVEL VOUCHER OR SUBVOUCHER form. Use typewri Pt pon. PRESS HARD. DO NOT use pencit. 1 mars
space is needed, -r.nmlnue in remarks.
1. PAYMENT SPLIT DISBU T: Tho Paying Gice wil . e Eard [GTCL} coniracion e poron of your relmburserent
E e Fund representing trawel charges. for iransportar re o 3 2 rou elect o 2. Miitary personnel ane required
Sranster (EFT) i 0 payment that equas Be ko sng g o
A spilit is only ry wehven & GTCC is Used while on official trawel for the Govermmrent.
| Payment by Check 1 Pay the following amount of this reimbursement directly 1o the Govemment Travel Charge Card contractor:
2. NAME [Last, Forst, M fial) (Privd or ) 3. GRADE 4 ssm 5. TYPE OF PAYMENT (X as oo
oV
&, ADDRESS. n_ MUMBER AND STREET B oIty = STATE 4 ZIP CODE 1 pcs
Drependentis)
= E-MAIL ADORESS 18, FOR D.O. USE OMLY
T. DAYTIME TELEPHONE NUMBER & 8. PFREVIOUS GOVERNMENT PAYMENTSS -
AREA CODE ADVANCES
1. CRGAMIZATION AND STATION

0.0, VOUGHER NUSMBER

Errors, missing, or unreadable

12. DEFENDEMTYS) (X and compists a3 200
[ accomparien
a. MAM

4

E (Last. First. Miclle init

ORDERS (Incivde Zp Code)
b RELATIONS P | © DA Tt

Information will cause delays

e PAID BY

) LD GOOOS BEEN | 0. coMPUTATIONS
YES WO (Expiain in Remarks)
3 ! -
. PLAGE (Home, Dfice, Base, Ach e ""‘““’“‘] LODGING c
City and Country. e TRAVEL STee COS’
oER | T 1 " "
o gy Block by block is covered in the Trave
DEP | | - - -
ARR |
M Claim trainin
ARR L ]
oer | | 1
oer | | | = sorwann of pavmenT
oEr | 1 [ @ it Emprorres Aiterce
e I (@) Musage
6 POC TRAVEL (% or [Frssencer 7 BURATION OF TRAVEL Gopendert Travel
= DATE | b NATURE OF EXFENSE T | e AmounT EHoURS DR LESS L —
[ v I | MORE THAN 12 HOURS | )T 0.00
0.00
I N 4 ] 1 & DATE T

= REVIEWER'S PRINTED NAME

b DATE
& SIGNATURE & TELEPHONE MUMBER T DATE
2. A GFFICIAL'S. NAME b SIGMATURE
27, ACCOUNTING CLASSIICATION

. TELEPHONE NUMBER @ OATE
23. COLLECTION DATA

= The CPPA is the subject matter expert

T4 COMPUTED BY 5. AUDITED BY T THAVEL ORDER
AUTHORIZATION POSTED BY

DD FORM 1351-2, MAY 2011

7. RECEIVED (Payes Sign

T8, AMOUNT FAID
PREVIOUS EDITION IS OBSOLETE

Encepon 1o 5F 1012 mpproved by AR 1281

essaanal & 0
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Presenter Notes
Presentation Notes
The DD Form 1351-2, travel voucher must be filled out completely, accurately, and legibly. 
Errors or missing information could cause delays in processing.


Travel Claim Processing

Member submits completed package after completing final

travel to:
« home of selection (retirement)
 home of record (separation)

Must contain:
* Orders
DD Form 1351-2
« EFT Form
« Receipts for reimbursable expenses over $75

MAIL to:
Navy Personnel Command

(unless sent to previous command)

My Navy Career Center
BLDG 768 RM E302

9720 Integrity Drive
Millington TN 38055-6300
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Presenter Notes
Presentation Notes
Service members must submit completed travel claims for liquidation after completing final travel to member’s home of selection (retirement) or home of record (separation).
Travel Claim packages must be complete and legible and contain the following required documentation:
Orders
DD Form 1351-2
EFT Form
Receipts for reimbursable expenses over $75
Travel Claim packages must be MAILED to the following address (unless sent to previous command for submission):
Navy Personnel Command�My Navy Career Center�BLDG 768 RM E302�5720 Integrity Drive�Millington TN 38055-6300


Travel Claim Submission

Mail completed travel claim to
the My Navy Career Center
(MNCC)
or send travel claim to CPPA
from previous command

Review and submit travel
claim to the Travel

Processing Department
Process and liquidate travel (TPD)

claim

Review and submit travel
claim to the Travel Processing
Department (TPD)

Receive Final Travel
Entitlements
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Presenter Notes
Presentation Notes
This is a graphic display of the travel claim submission process.
As the CPPA, you are the key to ensuring Sailors accurately submit their claims and process the documents per current policy and procedures using the appropriate systems (e.g. eCRM).


Best Practices

Separation cases are initiated and actionable no later than 60 days before member is scheduled
to depart the command. Failure to do so will result in “Signature Unattainable” on the DD 214 and
could lead to delays in retirement pay.

Identify career intentions early
Run the Projected Loss report frequently
CCC, Member, CPPA, and Chain of Command communicate for a smooth transition

Members attend TAP as close to 12 months prior to separation as practical
Verify member’s leave balance prior to terminal leave request

Submit separation questionnaire once endorsed by medical/dental
Member provides all documents prior to departing

Ensure no PCS orders are on file

EDD 214 in NSIPS allows the Separations Clerk to initiate the eDD 214 electronically within the NSIPS R&S module, and
electronically route to the member for verification

If member’s EAQS is prior to the Retirement/FLTRES date, the member must extend/reenlist. The retirement/FLTRES
date will then take precedence and cancel out any remaining active duty time despite the SEAOS showing a later date.
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Presenter Notes
Presentation Notes
Separation transactions are to be initiated and actionable not later than 60 days before a member is scheduled to depart the command on leave/ PTDY. Failure to do so will result in “Signature Unattainable” on the DD 214 and will possibly lead to delays in retirement pay.
Identify Service Member's career intentions early
Run the Projected Loss report frequently
CCC, Service Member, CPPA, and Chain of Command must communicate to ensure a smooth transition
Ensure Service Members attends TAP up to twelve months prior to separation and as close to twelve months prior to separation point as practicable
Verify the service member’s leave balance prior to submitting terminal leave request
Ensure completed separation questionnaire is submitted once medical/dental endorsement
Ensure member provides missing supporting documents prior to departing 
PPIB 3 announced the utilization of eDD 214 functionality for NSIPS Web activities. This functionality allows the Separations Clerk to initiate the eDD 214 electronically within the NSIPS R&S module, and then electronic18-1ally route to the member for verification to make sure all information is correct.
If member’s EAOS is prior to the retirement/FLTRES date, the member will have to extend/reenlist past the retirement/FLTRES date. The member’s retirement/FLTRES date will take precedence and will cancel out any remaining active duty time past that date despite the SEAOS showing a much later date.


References

BUPERSINST 1900.8E, Certificate of Release or Discharge from Active Duty
= Career Counselor Handbook NAVPERS 15878L
= Command Pay and Personnel Administrator (CPPA) Handbook
= DoD Financial Management Regulation Volume 7A, Chapter 35
= Joint Travel Regulations
= MILPERSMAN 1133-090 (series) Enlisted Recruiting
= MILPERSMAN 1800-1899 (series), Retirement
= MILPERSMAN 1900-1999 (series), Separation
= OPNAVINST 1900.2B, Transition Assistance Management Program (TAMP)

= OPNAVINST 1900.4 CH-2, Separation Pay for Involuntary Separation From Active Duty
B:Bmynavy


Presenter Notes
Presentation Notes
Important references associated with the separation process.
The CPPA Handbook- If you weren’t aware there is a new CPPA handbook.  This is a real-time working document.
DoD FMR, Vol. 7A. 
DoD FMR, Vol. 9. 
Joint Travel Regulations.	
MILPERSMAN 1900.
Standard Operating Procedures- The SOPs tell us how the separation process should flow at all levels in the PASS Network.


Resources

= MyNavy HR CPPA Resources Page: https://www.mynavyhr.navy.mil/Support-
Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/

= CPPA Handbook: https://www.mynavyhr.navy.mil/Support-Services/MyNavy-
Career-Center/Pers-Pay-Support/CPPA-Resources/

= Receipts SOP: https://www.mynavyhr.navy.mil/Support-Services/MyNavy-
Career-Center/Pers-Pay-Support/CPPA-Resources/SOP-Library/

You are serving in a position of significant trust with access to the personnel records (data and documents) of command personnel.
AT ALL TIMES, YOU ARE TO PROTECT THE PERSONALLY IDENTIFIABLE INFORMATION (PIl) OF COMMAND PERSONNEL AND PREVENT THE
UNAUTHORIZED ACCESS TO, OR LOSS OF PII. 19
!¢=MYHAW


Presenter Notes
Presentation Notes
Here are some important resources related to the separations and retirements process.

https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
https://www.mynavyhr.navy.mil/Support-Services/MyNavy-Career-Center/Pers-Pay-Support/CPPA-Resources/
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Summary and Review

In this lesson we covered:

» High level submission steps in the process for Fleet Reserve and Retirement
= Separations Process

» Fleet Reserve & Retirement Process

= PTDY - Terminal/Lump Sum Leave - Involuntary Separation Pay

= DD 214

= OCONUS Separations Routing Guidance

= Separations Travel Claim

= References
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Presenter Notes
Presentation Notes
In this lesson we covered

High level submission steps in the process for Fleet Reserve and Retirement
Separations Process
Fleet Reserve & Retirement Process
PTDY - Terminal/Lump Sum Leave – Involuntary Separation Pay
DD 214
New Accession Training (NAT) Separation Routing Guidance
OCONUS Separations Routing Guidance
Separations Travel Claim
References
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Questions?
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Conclusion

This concludes the Separations and Retirements process
training.

Thank you for your participation!

THE SAILOR WINS TODAY
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